City of Fresno V30

BUILDING SERVICES SUPERVISOR

Class Definition

Under direction, performs supervisory work incustodia, Ste security, interior furnishingsand minor building maintenance
a City fadlities

Distinguishing Characteristics

Building Services Supervisor isasingle position class assgned to the Facilities Management Divison of the Genera
Services Department.  Through subordinate supervisors, the incumbent plans, schedules and assigns the work of
personnel engaged in awide range of cugtodid, interior furnishings, and minor building maintenance tasks. Thisclass
is distinguished fromFacilities Ma ntenance Supervisor inthat incumbents of the latter supervise crewsinvolved in more
technicd, skilled and semi-skilled maintenance and congtruction projects. Itisdistinguished from Custodia Supervisor
in that incumbents of the latter are firg-line supervisors on an assgned shift.

Typical Tasks
(The incumbent may not be assigned dl duties listed, nor do the examples cover dl duties which may be assgned.)

Pans and schedules work and assgns custodid crews and equipment, through subordinate supervisors, reassigns
workers to meet varying work loads and crew requirements.

Supervises the ingpection of City fadilities to insure deanliness and for necessary improvements or repairs; prepares
ingpection reports and establishes work standards.

Supervises the preparation and maintenance of records and reports dedling with daily work activities.
Maintainstime and labor distribution records; eva uates cost effectiveness of the various programs supervised.

Oversees the space planning, design, specification, inddlation, reconfiguration, maintenance, and inventory control of
interior furnishings, prepares cost estimates of furnishings for user departments.

Sdlects, trains, and eva uates the performance of subordinates.

Egtablishesand conductsacomprehensive training programfor employeesthat ind udes modern housekeeping methods,
the proper use of materias and equipment, safety procedures, and Site security and emergency procedures.

Orders and maintains materia, equipment, and supplies inventories.

Determines appropriate levels and methods of Site security and pest control; ensures proper services are provided.
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Assgsin the preparation of the custodia services, building repairs and furnishings budgets.

Prepares reports, project scopes of work and cost estimates, uses a persond computer for furnishings layout and
inventory control, maintenance management, report preparation, etc.

Performs related duties as required.

Knowledge, Skills, and Abilities

Knowledge of modern housekeeping methods, materias, and equipment.

Knowledge of occupationa hazards and safety precautions of custodia, pest control, and Site security work.
Knowledge of principles of supervison and training.

Knowledge of cost control and budgeting.

Knowledge of the space planning, design, specification, ingtalation, reconfiguration and maintenance of interior
furnishings.

Knowledge of site security work.

Ability to maintain records and to prepare reports.

Ability to plan, organize, direct, and evauate the work of others.

Ability to eval uate housekegping workl oads, work methodsand to establishwork standards, procedures, and schedules.
Ability to train employeesin custodid work.

Ability to establish and maintain effective working reaionships with others,

Ability to communicate effectively both ordly and in writing.

Minimum Qualifications

Twenty-four semester units from an accredited college or university inBusiness Adminigtration, Public Adminigtration,
Industrial Technology with an emphasisin architecture, or Industrid Arts with anemphassininterior desgn, or closay
related fidd; and two years of experience in custodia services or commercid office systems space planning and
inddlation, which included, or is supplemented by, one year of supervisory experience. Two years of additional
qualifying experience may be subgtituted for the required education.
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Necessary Special Requirement

Possession of avaid California Driver/ License at time of appointment.
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